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Pre-Implementation Checklist

I. Hardware and Software Prerequisites:

Client Access, XML Toolkit, Designated PC with Windows 2000, Entity Client installation CD, Vendor Baseline CD,
current SunPac release

For more information, visit http://www.ncgov.com/eprocurement/asp/section/public_schools/lea _ep prep.asp

Il. Pre-Implementation Technical Setup Steps:

Please reference the following course materials for more detailed information on the steps below: “Getting Started
with E-Procurement System Administrator’'s Course”, “LEA System Administrator Guide to the Entity Client”, and the
TTT “E-Procurement Security Administration Course”.

When:

Steps:

*Begin: As soon as possible after system administration training
*Complete: 1 week prior to implementation

1. Verify your current release of SunPac contains the new E-Procurement screens

2. Contact the SunPac helpdesk to obtain license password to access the E-Procurement screens
3. Install Client Access and XML toolkit

4. Create the messages folder on the AS/400

5. Create the EPUSER on the AS/400

6. Install the Entity Client and load the vendor baseline
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Once the vendor baseline has finished loading, notify the E-Procurement Help Desk (1-888-211-
7440) so that they can verify your connection

8. Request the vendor incremental
9. Map HUB Codes to MBE Codes in the SunPac System File (option 32>6).

The E-Procurement project team will send your LEA’s E-Procurement user IDs, address IDs,
entity ID, and bill to ID so that you can complete the following steps:

10) Map E-Procurement user IDs in SunPac (System File> Option 5 or E-Procurement Menu> Option
29)

11) Map E-Procurement ship to address IDs in SunPac (System File> Option 29)
12) Use E-Procurement eForm to update E-Procurement addresses with SunPac IDs

13) Complete the required fields on the E-Procurement Settings screen (System File>Option 32>Option
6):

A. Finance Officer Name
B. Entity ID
C. Vendor Bill-to ID

14) Run the vendor import in batch (see step 19) or on demand to load vendor baseline into SunPac.
The first vendor import job may take approximately four hours depending on your AS/400. Please
schedule this job to run accordingly.

15) Confirm that the vendor baseline import has executed successfully.

16) For LEAs using the SunPac Warehousing and Food Service programs, enter a default NIGP
commodity code for each WH Group and update inventory items with new E-Procurement registered
vendor numbers and a registered NIGP commodity code.


http://www.ncgov.com/eprocurement/asp/section/public_schools/lea_ep_prep.asp

When: *Begin: The day of implementation
*Complete: The day of implementation

Steps: 17) Update the E-Procurement Control Flag on the E-Procurement settings screen in SunPac
(System File >Option 32>0Option 6)

18) Complete any necessary purchasing parameter changes in SunPac (e.g., edit flags, file copy
settings, account controls, or parameter changes for commodity code, MBE code and recycle code)

19) Setup the 3 batch processes on the E-Procurement menu in SunPac (Main Menu>Option 11).
When setting these up, remember to specify any maintenance/backup times when the batches
should not run. Only complete these steps one time for each batch process or duplicate processes
may run and duplicate orders may be created.

A. Select the requisition import option and set the requisition import job to batch. This
process should be set to run every five minutes.

B. Select the post payments to NCEP option and set to batch. This process should run once
weekly.

Select the import NCEP vendors option and set the vendor import job to batch. Update parameters
to run once daily (e.g., 5am everyday).



1. Verify that you are on SunPac Release 5.99.01 or later

This can be done by doing using the F7 function key on any SunPac menu. A box will be
displayed that shows the Current Revision and the date it was installed on.

=i Session B - [24 x 80]

File Edit Wiew Communication Action: Window Help

M= S

2 Vendor Name Matching 227
3 Vendor Maintenance 23
4 Vendor Sort/flList

Requisition Processing

8 Import NCEP Reqs 28
9 Ingquiry / Update 29
30
31
32

Export Functions
14 Print Purch Orders
15 Post Pmts To NCEP
16 Participation Report

Select Function:

F3=Exit F6=NCEP F7=About

Bl 2| 2 |%| @m0 | tea|fs| 2t O] @

SunPac Financials e-Procurement Menu Rev 5.99 FY¥Y:4 ADM:ADM
4/08/04 *xx Test Mode *xx
Vendor Processing Inquiry Functions Miscellaneous

1 Import NCEP Vendors 21 Purch Ord Inquiry 411 System File

Invoice Ing
GL Account

Other Func
Hold/Releas
Username X-
PO Entry /
PO Edit Rep
Clear Req.

FB8=Messages

Username: WENDY

Current Time: 9:48 AM
Current Date: 4/08/04
Current Revision: 5.99.02
Installed On: A4/07/04

Press Enter To Continue:

F10=CmdEntry F18=Printouts

MAll b

@_ |E0nnected to remote serverdhost 192.168.0.14 using port 23

[\\SARTOXS014%HP Laserlet 55i on ComputerR oo




2. Contact the SunPac Help Desk to obtain licensing for the E-Procurement
Subsystem.

Please call SunPac to get the licensing for EP. This is done by entering a command from the
command line as given by the Help Desk.

3. Check AS/400 Revision, Install the XML Toolkit and Install Client Access

= The revision level of theAS/400 OS must be at V5R1MO or later. To check this, go
to the AS/400 command line, enter DSPPTF. After a brief pause, you should see the
revision listed under ‘Release of base option”.

= The necessary XML utilities must be installed on your AS/400. To see if this has been
done, go to the command line and enter WRKOBJ OBJ(QXMLT¥*) Press enter. If
no objects are found, you will need to install the “XML Toolkit for iSeries™ (licensed
program 5733-XT1).

= The PC that will be used to communicate with the E-Procurement system will need to
be running V5R1MO or later of Client Access Express AND Operations Navigator.
To check this, left click on your PC’s Start Button. Go to Programs, then IBM Client
Access Express and then Client Access Properties and left click.

= [BM’s Client Access Express’ “AS400 Operations Navigator” needs to be installed
on a PC with the options that are required to create files and file shares on the AS400
where SunPac is installed. The PC needs to be able to connect to the AS400 over the
network using Operations Navigator. A full install of Client Access Express will
guarantee that the necessary components are available.

= Please note that a version of Express earlier than V5R1MO0 may not function as
expected and has not been tested. The latest service patches for the version of Client
Access Express you are using should also be applied.




4. Create the ‘messages’ folder on the AS/400

AS400 Setup:

Start “AS400 Operations Navigator” via the Start Menu / Programs / IBM AS400 Client Access
Folder on the PC. The following screen should appear:

€9, 45/400 Operations Navigator

File Edit Yiew Options Help

e Gl 11 mirtes old
| Enwironment: My A5./400 Connections | by A5 /400 Connections

¥ @ fManagement Central (192.168.0.11) | Name Signed ©n User Description

= m My 45400 Connections

@ 192.168.0.11

Manaqge this server.
M 192.168.0.14

Manage this server,

+-H 192,168.0.11
+ @ 192.168.0.14

E nvironment

ﬂ Add a connection
E Change all of your zerver passwords
@ Install additional components

@ Instal plug-ing

Open Operations M avigator service tools window
¥ ¥ Help for related tasks

1- 2 of 2 abjects




Expand the connection to the AS400 that has SunPac installed on it.

3 AS/400 Operations Navigator,
File Edit “ew Options Help

;'ﬁ ] 3 minutes old
| Enwironment: My AS /400 Connhections | by 257400 Connections
= ! 192,168.0,11 # | | Mame Signed 2n Lser Description
+-45 Basic Operations B 192.168.0.11 Manage this server,
+-Eg work Management B 192.168.0.14 Manage this server,
+ ﬁﬁ Configuration and Service
+ {] Metwork,

+-130 Security
+-@if® Users and Groups
+ [ Database

+-02 File Systems 3
o fal pacln

[ =7 Ehviranment tasks

! Add a connection @ Instal plug-inz
! Change all of your server passwards )] Open Operatiohs Mavigator service toolks window
(D Install additional components b ? Help for related tasks

1-2of 2 objects

Check and see that the “AS/400 NetServer” is started on the AS400 by expanding the
Network/Servers folders and double clicking on the TCP/IP icon. Normally the AS400
NetServer is started when you IPL your AS400. If you are on a later version of Client Access
such as V5R2, you will be looking for iSeries NetServer instead of AS/400 NetServer.

If the server is not started, right click on the “AS/400 NetServer” (or “iSeries NetServer) icon
and in the pop-up box double click on the “Start” option. The server should start.

3 AS/400 Operations Navigator,
File Edit %iew Options Help

gfz" @ A ] 0 minutes old
| Ervvironment: My 45 /400 Connections | 192168.0.11: TCRAP
+ E‘ Configuration and Service & | | Server Mame Status "~
=1L Metwork 117 £:5/400 MekServer Started
+ @ 1P Policies HIINETD Skopped
+ % Remote Access Servio ?SEDRSQL Stopped
= [0 servers Haswte Stopped
% E':WEPA :f_fEQDS Stopped
E DfI\TSn meess “Ha RADILS HAS Mone
webFaci Sk d
+ wWindows @drinistr atic e aeng oppe
P w %Management Central Stopped e
£ > £ >

“onfiguration tazks

| Configure 45/400 a5 DMS server o Configure system az Directony server
[T Configure subswstems far server jobs @3 Monitar servers
fl Configure system as DHCP server b ? Help for related tagks

9 - 16 of 26 objects




Expand “File Systems” so we can create the “message” folder and its network share.

3 AS/400 Operations Navigator, E|@|Pg|
File Edit Yiew Options Help

Q';:' 1 minutes ald

| Ervvironment: My 45 /400 Connections | 192168.0.11: File Spstems

+ Ei Metwork, A | Name Description
+ Security Integrated File System work, with File system contents, File sk

+-@f® Users and Groups 9File shares Views and use 451400 MetServer file st
+ [ Database

=¥ o
= i 5

- E Integrated File Swster

+ I% Root

+ I% QOpensys

+-{83 QoLS

o f‘;‘-\ ISV TR b

< > < >
l==m
A Share files b ? Help for related tagks

:ﬁﬁ b anage A5 /400 MetServer shares

1-2of 2 objects

In the “Integrated File System” highlight the “Root” file system and then use your mouse to right
click on it. In the box that appears select “New Folder”.

AS/400 Operations Navigator,

File Edit %iew Options Help

Cl 18 minutes old
| Enviranment: My AS /400 Connections [ 192.168.0.11: File Systems
+ {] Metwark, # | | Mame Drescription
+ Security Integrated File Syskem WWark with File system contents, File sk
+-@f® Users and Groups EBFiIe Shares Wiews and use A5/400 MetServer file st

Explore

Open

Create Shartout
Include... »
([ ' New Folder.. | e
A7 Share files » ? Help for related tasks

T2 Manage AS /400 Ne

Permissions
Permissions

Sharing 3
MF5 Export 3

Creates a new Folder,

Properties




In the new folder box that appears enter “messages” and enter “OK”. The “messages” folder
should be created in the “Root” directory and be visible if you expand the “Root” directory.

New Folder, - 192.168.0.11

Enter a new name faor the object:

mezzages

k. | Cancel

Select the “messages” folder in the root directory and right mouse click on it. Select “Sharing”
from the pop up box and then “New Share”

3. 4$/400 Operations Mavigator,
File Edit %iew Options Help

5 3 minutes old
| Enviranment: My AS /400 Connections [ 192.168.0.11: File Systems
<[ w Explon; Description
+] % reqind Open =d File System ‘hfork with file swstem contents, file sk
Ed wenind B ‘iews and use A5/400 MetServer file st
- E;l POOUT Create Shorteut
= g AROLT Include. ..
+1-fal messat Mew Folder ...
4 E;l cen Delete...
* I% QOpensys Rename. ..
+- 83 qoLs
0.3 neve TR cut
< | >
> Copy it

=l
47 Share files Permissions >} Helpfor related tasks
Ha M ahage A5/400 MetServel

Send...
Journaling...
Permissians

MFS Export 4

Creates a new A5/400 Metserver 5
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Create the file share for the “Messages” folder by entering the information like the screen below.
Please leave the “Text Conversion” Tab fields set to their defaults.

ASf400 NetServer File Share - 192.168.0.11

General | Teut Conversion |

1Bk A5 400 Support for Windows Network Neighborhood

Share name: messages

Description: |eProcurement File Share

Access

I aimurn rumber of users

* No masimum

" Mamimurn ugers [0 - 2147483647):

Path name: |a’messages

u] | Cancel Help

11



5. Creating the EPUSER Profile on the AS/400

Use the following steps to create a new user on the AS400

= Sign on the AS/400 as QSECOFR or QSYSOPR

= Go to an AS400 Command Line.

= Type: CRTUSRPRF.

= Press the F4 function key. A screen similar to the next screen will appear.

=8 Session B - [24 x 80] =S

File Edit Yiew Communication Actions *window Help

| E | oo Emn| ) R o2 S @l

Change User Profile (CHGUSRPRF)

User profile . . . . . . . . . . » EPUSER Name
User password .. P *SAME Character walue, *SAME, *=NONE
Set password to Explred N *NO *SAME, =NO, =*=YES
Status . . . . . . . . . . L L. *ENABLED *SAME, *ENABLED, =*DISABLED
User class . . e *USER *SAME, =*USER, *3¥S0PR. ..
Assistance leuel e e e e e *BYSVAL *BAME, *SYSVAL, *BASIC...
Current Llibrary . e *CRTDFET Name, =5SAME, =*=CRTDFT
Initial program to call Lo .. EPXXX Name, *SAME, =x=NONE

Library e e e e e e *| THL Name, *LIBL, *CURLIB
Initial menu . . . . . . . . . . *STGNOFF Name, *5SAME, *xSIGNHOFF

Library . Ce e x| THL Name, =LIBL, =CURLIB
Limit capabllltles e e e e *N0O *SAME, =NO, *PARTIAL, *YES
Text ‘description” . . . . . . . "NCEP USER PROFILE”

Bottom
@_ |Connected to remote server/host 192.168.0.14 using port 23 [\ASARTO=S014HP Laser et 55i on ComputerRoor

= Enter the information on the screen.

= Press the F10 function key.

= Press the Page Down Key. A screen similar to the next screen will appear containing
additional user profile parameters.

12




=l Session B - [24 x 80]
File Edit “iew Communication Action: Window Help

2] x]

O3 2% @ =] )

2= 3| @lel

Change User Profile (CHGUSRPRF)

Type choices, press Enter.

Additional Parameters

Special authority . . . . . . *ALLOBJ
+ for more values
Special environment . . . . *SYSVAL
Display sign-on information *SYSVAL
Password expiration interwval *SYSVAL
Limit device sessions *SYSVAL
Keyboard buffering *SYSVAL
Maximum allowed storage *NOMAX
Highest schedule priority 3
Job description .. ODETJOBD
Library OGPL
Group profil *NONE
Owner . . . *USREPRF
F3=Exit FA=Prompt F5=Refresh F1Z=Cancel

FZ24=More keys

*SAME, *USRCLS,
*SAME ,
*SAME ,
1-366,
*SAME ,
*SAME ,
Kilobytes,

0-9, *SAME

Name, *SAME
Name, =*LIBL,
Name, *SAME,
*SAME, *USRPRF,

*SYSVAL,
*N0O,
*SAME ,
*N0O,
*SYSVAL,

*YES,
*5YSVAL,
*YES,

*SAME,

*NONE . . .

*NONE, *336
*SYSVAL
*NOMAX
*SYSVAL
*NO . . .

*NOMAX

*CURLIB
*NOME

*GRPPRF
HMore. ..

F13=How to use this display

MAll b

@_ |E0nnected to remote zervershost 192.168.0.14 using port 23

[MASARTOXS01%HF Laserlet 55i on ComputerRoon

= Verify that the information on your screen matches the above screen. If not, make the

necessary changes.

= Press the enter key to create the new user.

13



6. Install the Entity Client and load the Vendor Baseline

Please refer to the LEA System Administrator Guide to the Entity Client.

7. Notify the EP Help Desk when the vendor baseline has finished loading

so that they can verify your connection.

The EP Help Desk number is 888-211-7440.

8. Request vendor incremental

Please refer to the LEA System Administrator Guide to the Entity Client.

9. Map the HUB Codes to the MBE codes

Map the HUB code to MBE Codes. This should be done prior to running the Vendor Import in
SunPac so that MBE codes will be place on each vendor being imported.

=l Session B - [24 x 80] 2] %]
Fil= Edit Wiew Communication Action: Window Help
] 2| @] wd] ]| &t @] @2
SunPac Financials E-Procurement Settings Rev 5.99 FY¥:4 ADM:ADM
Page 1 of 2
UPDATE
E-Procurement Control Flag: 3 (1-3) Finance Officer: LARRY WALLACE
Location of Requisition Inbox: *3TD
Location of Vendor Inbox: *5TD
Location of Purch Order Outbox: *3TD
Location of Pmt History Outbox: *STD
HUB Code --> MBE Code Bill-To ID: 4173
8100501 501 Entity ID: SCHADH
8100502 502 Last EP Vendor# Used: 170
8100503 003 Last Pmt Batch#f Used: _ 0
8100621 621
8100622 622 Default Username: WREYNOLDS
Non-HUB 600 Enforce Dollar Limits? ¥ (Y/N)

Archive XML Messages For: _30 days

Invoice @Detail Lewvel Default: N (Y/N/U)
Call Inquiry Pgm At Startup? N (Y/N)

@_ |Eonnected to remote serverdhost 192.168.0.14 using part 23

[\\SARTOXS014HP Laserlet 55i om ComputerR oo
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HUB Code = MBE Code:

These values represent a cross-reference between E-Procurement’s HUB Codes and the
LEA’s MBE Codes. As vendor information is imported from E-Procurement, the cross-
reference will be used to set the MBE code on Vendor s in SunPac.

HUB Code Definitions:

8100501 — Minority Owned

8100502 — Woman Owned

8100503 — Disabled Owned

8100621 — Disabled Business Enterprise
8100622 — Non-profit Work Center
Non-HUB- All other vendors

*Please note that it’s important to set up this Cross Reference prior to doing the Baseline
Vendor Import. Otherwise the MBE code won’t automatically be changed and/or added
on the vendors.

15



Pre-implementation Purchasing setup in SunPac

Prior to going live, there will be some setup that needs to be done. The following information
will explain how to set up SunPac parameters in preparation for using E-Procurement for
purchasing.

10. Username settings in SunPac:

It will be necessary to create a username cross-reference for every SunPac user that will be able
to create requisitions through the E-Procurement System. Whether you decide to set up the users
in the E-Procurement System first or update the cross-reference first is your choice. Most likely
you’ll have to revisit both applications to correct any duplicate usernames.

Option 1 — process one user at a time:

From any subsystem menu, select System File, select option #5 Security Authorizations. Enter a
username and following screen will appear.

e i Session A - [24 » 80] =) =
File Edit Transfer Appearance Communication Assist  Window Help
@ﬁ!!@@'@-@@'@@|®a
FrtScin Copy Faste Send Recy Dizplay | Color Map Fecord | Stop Play Cuit Clipbrd Support | Index
|St0p kewstroke recording and savel
SunPac Financials System File Inquiry 7/ Update Rev 5.98 F¥:4 ADM:BZ0O
Admin Unit: BZO Username: PCOTTLE Type: K UFPDATE
Mame: PEGGY COTTLE Assigned Admin Unit: 20
Initial Menu: FIMENU Phone/Extension:
Primary Printer Name: CAMAINPCP1 Ship-To Code: 160 Uhse Mgr? N
Auto Approve All POs? N Place all POs on Hold? N
Allow Over Budget POs? N Place all Invoices on Hold? N
Allow Changes To Printed POs? N Allow Over Budget Requisitions? N
Req Re-Approval After Changes? ¥ Auto Approve O0/B Invoices? N
Max Purch Order Amt: ___ 10000.60  Max AP Invoice Amt: ______ .00
NCEP Login: Mgr? N Approval Pgm Privileges: A (A/R/B)
Default-> Invoice At Dtl Level? N Check Access On System File? N
Allow Command (F19) Access? Y Misc Ded Access Group: 7?77
Empl Master File Access (U/D/N): Budgeting Access Group: 2777777777
N Basic Info N Absences Assigned Sch -> SPEED: 160
N Longevity N ¥TD Totals Assigned Sch -> F/S: 27272 F/fA: 27272
N Deductions N Direct Deposit I/H Pick Ticket Printer:
N Assignments N Addl Comments WH Ship Ticket Printer:
WH Default Stock Loc:
Fl=Next FZ2=Previous F3=Ignore F5=AcctAccess F6=CurPgm FZ3=Delete
Connected ko remote server/host 192, 168.0,11 using port 23

NCEP Login:

16




Mgr?

This is the username that this person will use when entering requisitions through E-
Procurement. Upper and lower case letters will be treated the same.

If you want this person to have the ability to correct another user’s requisitions once they
are imported into SunPac then set this value to “Y”. You should have more than one user
set up with this privilege.

Option 2 - Process all users at once:

From the E-Procurement Menu, select option #29 Username X-Reference. The following screen

=i Session A - [24 = 80] == x|
Fil= Edit Transfer Appearance Communical tion  Assist  Wwindow  Help
e =] pe) B fex == = & =
PrtScmn Copy F'aste Send Fecw Drisplay Eolor Map Fecord Stop Play it Clipbrd Support | Index
SunPac Financials EP NCEF Username Cross Reference Rew 5.98 Fiscal YR: A4
List Only Users With Blank NCEP Logins (Y/N)7? _
F3=Exit
Connected to remote server/host 192.165.0.11 using port 23

Enter N to see all SunPac users. The following screen will appear:

17



=l SunPac

Fil=  Edit Wiew Communication Actions Window Help

= |

PriScin

B

Copy

Faste

o

Send

=

Recy

(el

b ap

Dizplay

Calor

ez
Record

bz

Stop

=,
Gluit

ey
Play

= &
Clipbrd Support | Index

AS/AB0 login

Employee Name

AS/400 - NCEP Username Cross Reference

NCEP Login

ABRUFF ALICE BRUFF
ACHEVES ANMGELA CHEVES
AMORRIS AMN MORRIS
ANTANTIA ANTANIA SHAW
AWALTERS AMANDA WALTERS
BLEDNARD BRENDA LEONARD
BRENDA BREAND BURRIS
BWILSON BREAND WILSON
CHARTLEY CINDY HARTLEY
CMARTIN CATHI MARTIN
CRISTINA CRISTINA

DHILL DIANE HILL
DMILLER DORIS MILLER
DMYERS DONNA MYERS
DoUG DoUG

DSINK DONMNA SIHNK
DUTCH DUTCH

DWALLACE DEON WALLACE

ANN . MORRIS

DRITTENHOUSE

| 257 |Connected to remate server/host 192.168.0.11 using port 23

["SSARTORSONSHP Laser st 55i on ComputerRoon

Enter the NCEP Login Name next to each AS/400 login for all purchasing users that will be

using EP. This is typically the first part of your e-mail address and is everything before the @

symbol. (Ex. E-mail wreynolds@sartox.com , login would be wreynolds)

Remember to press F20 to update. Press F8 to get a printout of the Username Cross Reference.

18


mailto:wreynolds@sartox.com

11. SunPac Ship-To Parameters (Option #29 in System File)

BN AS400 Session - A - CHE ==
File Edit Wiew Communication Actions  Help
e o me®R e =sss] =
SunPac Financials System File Inquiry / Update Rev 5.98 FY¥:4 ADM : 290
UPDATE
Tupe: B Key Format: SHIPTO
Ship Code: 322 PO Type: PO (PO/UH/FS)

Ship-To: EDGECOMBE CO. SCHOOLS
Addr: 412 PEARL STREET

City: TARBORO
State: NC Zip: 27886

Deliver To: BETSY COOK

Footer Fsg:

EP Registered VYalue? % EP Ship-To Code: 4174

«| === [192165 245 121:3992 |53
—E—

Each requisition that is imported into SunPac contains a SunPac Ship-To Code, an EP
Ship-To Code, and the complete ship-to address. As requisitions are processed, the EP
Ship-To Code is updated on the corresponding SunPac Ship-To parameter record. In
situations where a new SunPac Ship-To Code is encountered, a new SunPac Ship-To
parameter record is added.

A SunPac Ship-To is considered ‘registered’ once an EP Ship-To Code has been
assigned. POs issued to registered vendors must always be assigned to a registered Ship-
To code.

Rather than waiting to receive a requisition from each location, it may be useful for you to enter
the EP Ship-To Code manually in SunPac. We recommend that you first print out a list of the
SunPac Ship-To Codes. Then using this report as a guide set up the Ship-To parameters as
required in the E-Procurement system. The EP Ship-To Code will not be visible within the E-
Procurement system so you will need to have the EP Support staff fax you a copy of the “Ship-
To Cross-Reference” for your LEA. Using this cross-reference you can go back into SunPac and
update each of the EP Ship-To Codes.

12. Use E-Procurement eForm to Update E-Procurement addresses with
SunPac IDs.

Refer to E-Procurement training documents for more information.
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13. Complete the required fields on the E-Procurement Settings (Option
#32/6 in the System File)

=l Session B - [24 x 80] _ |7 x|
File Edit Wiew Communication Action: Window Help

| 2| Em)] wd| ‘o) 2t @] @€
SunPac Financials E-Procurement Settings Rev 5.99 F¥:4 ADM:ADM
Page 1 of 2
UPDATE

E-Procurement Control Flag: 3 (1-3) Finance Officer: LARRY WALLACE

Location of Requisition Inbox: *STD
Location of Vendor Inboux: *5TD
Location of Purch Order Outbox: *STD
Location of Pmt History Outbox: *5TD

HUB Code --> MBE Code Bill-To ID: 4173

8100501 501 Entity ID: SCHADM

3100502 502 Last EP Vendor# Used: 170

8100503 503 Last Pmt Batch#f Used: _ O

8100621 621

8100622 622 Default Username: WREYNOLDS

Non-HUB 600 Enforce Dollar Limits? ¥ (Y/N)
Archive XML Messages For: _30 days
Invoice @Detail Level Default: M (Y/N/U)
Call Inquiry Pgm At Startup? N (Y/N)

@_ |Cormected to remote server/host 192.168.0.14 using port 23 [\\SARTOXS014%HP Laserlet 55i on ComputerR oo

Finance Officer:
Enter the name of your current Finance Officer. This value will print on every PO
generated by E-Procurement.

Location of Requisition Inbox

Location of Vendor Inbox

Location of Purchase Order Outbox

Location of Pmt History Outbox
Set each of the values to *STD

*STD indicates that the standard Messages box set up for the XML messages will be
used.

Bill-To ID & Entity ID:

Enter value provided by E-Procurement.

20




Last EP Vendor# Used:

Internal Control — Do not change this value at anytime without first contacting the
SunPac Support Desk. This is a one up number assigned to registered vendors in the
Staging file.

Last Pmt Batch# Used:

Internal Control — Do not change this value at anytime without first contacting the
SunPac Support Desk.

Default Username:

This value represents the SunPac username that will be assigned to imported EP
requisitions when the EP Username is not defined in the SunPac / NCEP Username X-
ref. NOTE: The value should be a valid SunPac username AND this username should
have ‘EP Mgr’ privileges. See documentation on SunPac Security Authorizations for
additional information.

Enforce Dollar Limits?

To ignore dollar limits set on user profiles and/or Purchasing Parameters, enter a ‘N’ in
this field. If exceptions should occur when the amount of a requisition is over limits that
are set, leave the default of °Y”.

Invoice At Detail Level Default:

This value determines how the Invoice At Detail Level? flag will be set when EP
Requisitions are imported into SunPac.

Y = Always require that EP purchase orders get invoiced at detail level.

N = Never invoice EP purchase orders at detail level.

U= Use value from user’s profile settings.

Archive XML messages for ___ days.
Set this value to 30.

Call Inquiry Program At Startup?
This value control whether or not the EP Requisition Inquiry option is executed each time
a user executes SunPac. This program searches for EP requisitions created by this
username that cannot be transformed into SunPac POs because of errors. When
requisitions are found, a recap is displayed and the user has the option of correcting any
problems at that point or exiting and returning to this option via the PO or EP menus.

Set this value to “Y™.
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Screen 2 of E-Procurement Settings (F5)

New User Defined (U/D) fields are detail level options. To allow editing on these 4 User
Defined fields, the following will need to be set up:

#32/6 F5 Screen — Set up the cross reference

=l SunPac ==
Fil=  Edit “iew Communication Actions ‘Window Help
BB (B 2% B8] 6% [n] &2 2 @
PrtScrn Copy FPaste Send FRecw Display | Color tap FRecord | Stop Flay Cluit Clipbrd Support | Index
SunPac Financials E-Procurement Settings Rev 5.99 F¥:4 ADH:ADH
Page 2 of 2
UPDATE
Import
Literal X-ref
uUD-1 REF 2 R2
uD-2 MBE CODE MC (RZ=Ref# MC=MBE Code DN=Dept#)
UD-3 DEFPT # DN
uUb-4 User Def 4 _
Approval Names (1): DEBBIE (2) (3)
@_ |Connected to remote servershost 192.168.0.11 wsing port 23 |'\\.SAF|TD><S 014HF Lazerlet 55i on ComputerF oo
UD-1,UD-2,UD-3,UD - 4—

The E-Procurement system’s requisition entry program contains 4 fifteen-
character user-defined fields that will import into SunPac’s 4 user defined fields.

Literal
Enter the name to represent the user defined field. This is the name that will be
used to identify the user defined field in the SunPac® system. This name will
appear on the F10 User Defined screen that may be accessed from the ‘Purchase
Order Entry Details’ screen. Example: Reference #.

Import X-ref
The SunPac® system will allow the user to cross reference the user defined
fields with fields that are not located on the SunPac® purchase order ‘Detail’
screen. Use this option to cross reference the user defined fields with other
fields that are located on the purchase order entry screen. The following are the
fields that may be cross referenced.

R2 = Reference number
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MC
DN

MBE Code
Department number

Rules for using the Cross Reference for U/D fields

1.

2.

o

©ooNo

The cross reference is used during validation when the PO is created and is used for EP
type POs only.

These fields are available for all POs to be used internally, but no cross reference or
validation will be done on POs originating in SunPac.

Information in the U/D fields CAN be changed after the PO is created if desired, but the
cross reference will not be considered.

Cross reference between SunPac and EP occurs when PO is created from EP requisition.
LEA may enter internal tracking number in Ref #2 field on the EP requisition and it will
be passed in to SunPac when creating the req and/or PO.

A separate PO will be created for each different value entered in Ref #2

May have different MBE codes on each line of the PO because it’s a line level value.
Cross reference matches value entered on EP req to SunPac MBE codes.

There is NO validation on Reference #2 field or the Dept # field.

Approval Names

A value entered in any of the three approval name fields will automatically be added as
an approver when the PO is created from an EP requisition. This value does not have to
be a valid username in SunPac.

This way, an individual who has approved the order in EP wouldn’t need to approve the
PO in SunPac to be listed as an approver on the SunPac PO.

Will satisfy 1-3 approvals required, according to the approval criteria set up in #22 PO
Process & Run Controls.

14. Run Import NCEP Vendors from SunPac menu

Run option #1 Import NCEP Vendors with the defaults set. This can be run in batch or on
demand. See step 19.

15. Be sure to confirm that the vendor baseline import has run
successfully.

This can be checked in several ways:

1. Look for the SunPac NCEP Vendor Import Report that will be generated
when the import has finished running.

2. Do avendor lookup in Vendor Maintenance by using the F6 function key.
Choose a vendor, such as Bender-Burkot or Staples, and then enter an ‘S’
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to “Visit Vendor Staging File’ at the bottom of the vendor lookup box. If
no vendors appear in the Staging File the Import hasn’t been run
successfully.

3. Check QSYSOPR messages to make sure that the batch didn’t bomb.

16. Enter new vendors numbers and commodity codes on Warehousing
and Food Service items (if applicable)

SunPac Warehousing

For units using the SunPac warehousing program, there is some vendor and commodity code
cleanup that should be done to make the E-Procurement transition as smooth as possible.

Group Parameters (System File, #33/#2)

Enter a default commaodity code for each WH Group. This way as new items are added, a
commodity code will automatically default in for the user. This commodity code should
be an approved NIGP code.

Item Master File

As your warehousing vendors register with E-Procurement, inventory items referencing
their old unregistered vendor# will need to be changed to reflect their new registered
vendor#. If you do not make this change, POs issued to the unregistered vendor# through
option #42 Reorder Report/Process will be placed on ‘hold’ and will then need to be
released before they can be printed. Items associated with vendors that have not
registered with E-Procurement will not be affected.

All items being ordered from a registered vendor must contain a valid registered
commodity code. As you make changes to items in the warehouse master maintenance
option, you will be required to assign a valid registered commodity code for each item,
where the primary vendor is registered. You can also do mass updates of commodity
codes using option #36 Chg Commodity Codes.

SunPac Food Service

All purchases with Food Service are exempt from participating in E-Procurement. Because of
this, all POs created through the SunPac Food Service module will be treated as a ‘Type A’ POs
even when a registered vendor is used. You may use the E-Procurement system to create
purchase orders but your inventory counts will not be updated automatically when the order is
received and/or invoiced. We encourage you to use SunPac for all ‘inventory’ type purchases
and E-Procurement for all ‘non-inventory’ type purchases.
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Item Master File

Even though SunPac FS will not distinguish between registered and unregistered vendors
when determining the PO Type, it will need to handle vendors that have been placed ‘On
hold’ because of the E-Procurement vendor registration. 1f a Food Service vendor does
register with E-Procurement, any inventory items referencing the old unregistered vendor
# (which would have been place on ‘EP Hold’) will need to be changed to reflect the new
registered vendor #. If you don’t make this change, POs created using options #8
Evaluate Food Orders and #42 Reorder Report/Process will be placed on ‘hold’ and will
then need to be released before they can be printed. Items associated with vendors that
have not registered with E-Procurement will not be affected. A quick way to change all
items associated with one vendor# to another vendor# is to use FS menu option #17 EOM
Menu, then #31 Change Location Default Values

17. Switch the E-Procurement Flag in SunPac parameters (Option #32/6 in

the System File)

From any subsystem menu, select System File, then select option #32 Purchasing Parameters,

then option #6 E-Procurement Settings. The following screen will appear:

=l Session B - [24 x 80] =2 [x]
File Edit “iew Communication Action: ‘window Help
e el o N B ol S o T 12
SunPac Financials E-Procurement Settings Rev 5.99 F¥:4 ADM:ADH
Page 1 of 2
UPDATE
E-Procurement Control Flag: 3 (1-3) Finance Officer: LARRY WALLACE
Location of Requisition Inbox: *STD
Location of Vendor Inbox: *3TD
Location of Purch Order Outbox: *5TD
Location of Pmt History Outbox: *STD

HUB Code --> MBE Code

8100501 501
8100502 o022
8100503 503
8100621 621
8100622 622
Non-HUB 600

Bill-To ID: 4173

Entity ID: SCHADM

Last EP Vendor#t Used: 170
Last Pmt Batch# Used: _ 0

Default Username: WREYHOLDS
Enforce Dollar Limits? ¥ (Y/N)
Archive XML Messages For: _30 days

Invoice @Detail Level Default: N (Y/N/U)
Call Inquiry Pgm At Startup? N (Y/N)

@_ |Connected to remote servershost 192.168.0.14 using port 23

["\SARTOXSOTAHP Laserlet 55i on ComputerR oon|
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Change the E-Procurement Control Flag to a “3”. This will give users the ability to key purchase
orders to registered vendors. This flag should be left as “1” until your unit is ready to ‘Go Live’

on E-Procurement.

E-Procurement Control Flag: PO Type
1 = Not Using E-Procurement Interface
2 = Able to create POs to unregistered vendors using SunPac (A)
Able to create POs to registered vendors using E-Procurement ©)
3 = Able to create POs to unregistered vendors using SunPac (A)
Able to create POs to registered vendors using SunPac (B)

Able to create POs to registered vendors using E-Procurement ©)

Set this value to “3”

18. Purchasing Parameter Changes in SunPac:

From any subsystem menu, select System File, and then select option #22 PO Process and Run

Controls.
BN AS400 Session - A - CHE M[=1E3
File Edit Wiew Communication Actions Help
B[R] #(%(n6@B wm &)ssL] =
SunPac Financials System File Inquiry / Update Rev 5.98 FY¥:4 ADM:Z290
Admin Unit: 290 UPDATE

lace E-Procurement POs on Hold? H &
heck Budget Monitored Accts? Y
Max Purch Order Amount: 99999999. 00

# Approvals Required on all POs: 8 (0-
# Approvals Required on 0/B POs: 2 (0O-
Approval/Release Sequence: E (A/R/E)
Get Mext PO During Approval? ¥

3)
3)

VYendor FM Defaults --> Frt: ¥ Tax: ¥ Disc: ¥
Edit Commodity Codes? W MBE Codes? W

Edit Recycle Codes? U County Codes? W

Use Receiwving Function On Dtl POs? N
Print Receiving Ticket - PO? (Y/N/P) N
Print VYendor Phone, Fax or Both on PO? B

o | | (192 166 245 121-992 [ (5]
5

Set edit flags for Commaodity Codes, MBE Codes and Recycle Codes to ‘Y’ or ‘W’ to give

errors on regs and POs if value entered is not a valid SunPac value.

Set the Place E-Procurement POs on Hold? value to “Y” if you would like to place all
that originated in EP on hold.

PO’s
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**If your unit decides to change the number of approvals, there’s a utility that can be run for
existing POs to get them in sync with the new criteria and requirements that have been set. It’s
option #36 Reset PO Approvals from the System Manager menu. This utility will reset the
approval status on all unprinted purchase orders.

Press the F5 key to get to screen #2. The following information will appear.

2l Session A - [24 x 80] NI=ES
File Edit Transfer &ppearance Communication Assist  Window  Help
By oo = IS L S Y . R | &
PrtScin Copy Faste Send Recw Dizplay | Color tap Record | Stop Play uit Clipbrd Support | Index
SunPac Financials System File Inquiry / Update Rev 5.8 F¥Y:4 ADM:B20
Admin Unit: 820 UPDATE
Regular Purchase Orders
Purch Ord Pntr: RDARSPO Form: POFORM CPI: 10 Align: _1 Copies: _1
i File Copy Pnir: OPRINT Form: *=S3TD CPI: 10 Align: 0 Copies: 2
Last POH Used: 1 Min PO# 1 Max POH 5999499
Food Service Purchase Orders
FPurch Ord Pntr: RDARSPO Form: *3TD CPI: 10 Align: _1 Copies: _1
File Copy Pntr: OPRINT Form: *5TD CPI: 10 Align: _0 Copies: _2
Last FPOH Used: 599999 Min POH 600000 Max POH# 99999999
Use Special FS Format? N
Supply Warehouse Purchase Orders
Purch Ord Pntr: RDARSPOD Form: *STD CPI: 10 Align: _1 Copies: _1
File Copy Pntr: OPRINT Form: *=5TD CPI: 10 Align: _0 Copies: _2
Last POH Used: 1 Min PO# 1 Max PO# 99999999
Use Special WH Format? N
F3=Exit F5=Screen #1
Conneckted to remoke serverfhost 192, 168.0,11 using pork 23

Change the “File Copy” related settings to meet your needs. If you do not want to produce file
copies of type “B” or “C” POs, set the ‘Copies’ value to 0.

NOTE: You now have the ability to also define the number of copies and the number of
alignment pages you would like to produce for the POs issued to unregistered vendors.



Press F5 to get to screen #3 and you will see the following:

=l SunPac

File Edit Wiew Communication Action: Window Help

ETES |

PrtScm

e

Stop

o

Send

=

Recy

I'°_%|'

Flay

By

Copy

Paste

Diizplay

Colar

=]

Map

=

Clipbrd

@

Index

ey
(uit

iz
Record

Support

Account Numbers That May Mot
Be Used For Purchases or Requisitions

UPDATE
?27.772.777.77

@_ |Eonnected ta remote serverdhost 192.168.0.11 wsing port 23

|\\SAF|TD><S 01%HF Laserlet 55i on ComputerR oo

This screen will allow the user to enter account codes and/or account code combinations
that MAY NOT be used on purchase orders and requisitions.

This flag will only affect programs that create encumbrance entries, such as purchase
order entry and requisition entry programs.
This system file parameter will allow question mark logic to be used.

If the user tries to enter an account code or account combination that is entered on this
screen, the user will receive the following message: ‘SORRY: This Account Code May
Not Be Used For Purchases. Press Enter:’

28



SunPac Commodity Code Parameters

=l SunPac =S
Fil= Edit “iew Communication Actions Window Help
B ® | & = |@|-&.|-@. @-|@ 1%|@ |
PrtScrm Copy Paste Send Fecw Ciizplay Color tdap Record Stop Flay Cluit Clipbrd Support | Index
SunPac Financials Purchasing Parameter Records Rev 5.99 FY:4 ADM : ADM
Type: E
UPDATE
Commodity Code: 005-00
Code Description: ABRASIVES
Include on EP Participation Report [(¥/N)7? ¥
EP Registered Value [(Y/N)?7 ¥
|- [Conmected to remote servershost 192.168.0.17 using port 23 [%%SARTOXS014HF Laserdet 55i on ComputerR oon

e Be careful when editing or deleting Registered Commaodity codes. When SunPac interfaces
with E-Procurement, this information needs to match.

e Commodity code information is updated by NIGP at unknown intervals. Units will be
responsible for downloading these updates as in the past.

e Inthe 5.98.03 release, SunPac has imported the latest commodity code information available
at this time.

e All commodity codes are set to ‘Y’ to be included on the EP Participation Report. If you
would like to exclude a particular commodity code from appearing on the Participation
Report, set the flag to ‘N’.
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SunPac MBE Code Parameters

=i SunPac (=]
Filz Edit ¥iew Communication Action: Window Help
ey | & o= | % = s | % e | e =
PrtScm Copy Paste Send | Recw Digplay | Color Map Record | Stop Play Cluit Clipbrd | Support| Index
SunPac Financials Purchasing Parameter Records Rev 5.99 FY¥:4 ADM:ADM
TYPE: E
UPDATE

MBE Code: 100

Code Description: TEST

EP Registered Value (Y/N)?7 N

Fl1=Next F2Z2=Prev F3=Exit F23=Delete

MAll b

@_ |E0nnected to remote zerverdhost 192 168.0.11 using port 23

[MASARTOXS01%HP Laserlet 55i on ComputerR oo

= MBE is not required to be a registered value with EP.
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SunPac Recycle Code Parameters

=i SunPac =R
File Edit “iew Communication #Actions 'window Help
EE a= | S ] 2 | %5 2 [ 2 = &
PrtScrn Copy Paste Send Recw Digplay Color tMap Record Stop Play Cluik Clipbrd Support | Index
SunPac Financials Purchasing Parameter Records Rev 5.99 F¥:4 ADM:ADH
TYPE: E
UPDATE
Recycle Code: 100
Code Description: TEST
EP Registered Value (¥/N)? N
| <57 [Comnected ta remote servershost 192 168.0.17 using port 23 [*\\SARTOXSO14HP Laserlet 55i on ComputerR aon|

e E-Procurement will be passing a recycle code if entered in EP requisition.
e This does NOT have to be a registered value.
e If the Edit Recycle codes flag is set to Y or W on the first screen of PO Process & Run

Controls (option #22 in the System File) and Recycle Code on the req is not a valid value in

SunPac, the user will get an edit on the req.

e To correct a requisition, the purchasing agent can set flag to N on the req or enter a valid

recycle code set up in SunPac.
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19. Set up the 3 batch processes on the EP menu in SunPac

SunPac Options that need to be submitted to the batch queue

There are three E-Procurement related options on the EP menu that should be submitted to the
AS/400 batch queue as reoccurring processes while signed on as QSYSOPR. This will be
helpful in determining that a EP batch process is running during a check closeout and transfer
process. By setting up these options to run in a particular way, they will continue to run
repeatedly at a specific frequency.

Suggested Start Time
EP Menu Option Suggested
Frequency
#1 Import NCEP Vendors 5:00 AM Every Weekday Night
#8 Import NCEP Requisitions. | 7:00 AM Every 10 minutes
#15 Post Payments To NCEP | 5:00 AM Every Sunday Night

The suggested settings will default for you when you press F11 to bring up the batch parameters

and then press F11 again to access the advanced parameters.

|Please note:

- Runtime backups (backups that run automatically when Payroll and Accounts Payable run the

Closeout/Transfer programs) will not interfere with the batch jobs.

- Full system backups will conflict with batch jobs, so you will need to pause the jobs submitted

to batch prior to running the nightly backup. More information on submitting batches can be
found on the pages 33-37.
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Submitting a job to the batch queue

Select the desired option and press the F11 key.

=¥ CSL ==
File Edit “iew Communication Actions Window Help
=l By | B3 o= | B = | = E=] s | % e .y =] &
PrtScrn Copy FPaste Send FRecw Display | Color tap Record | Stop Flay Cluit Clipbrd Support | Index

Import NCEP Vendors

1 Import NCEP XML VYendor Files To Work File (Y/N)?....... Y
2 Process NCEP Vendor Import To SunPac (Y/N)?............ Yy
3 Enter Printer Name. . ... ... ... . . i e SARTOX

BATCH PARAMETERS

Enter Start Date: !!21203 Enter Start Time: 6:00 FM
Enter Batch Job Queue: OBATCH

Fl1=Advanced F12=Cancel

F3=Exit FO9=Recall Options Fl10=Save Option F11=Submit to Batch
MAll a 21
@_ |E0nnected to remote zerverdhost 192 168.0.11 using port 23 |'\\SAF!TD><S 014HF Lazerlet 55i on ComputerR oon

Press the F11 key. The following screen will appear:

=¥ CSL ==
File Edit “iew Communication Actionz ‘window Help
%5&&.@'&.-@.@-@@|0
PrtScrn Copy Paste Send Recw Dizplay | Colar tap Fecord | Stop Flay Cluit Clipbrd Support | Index
Import MCEFP Vendors
1 Import HCEP ¥ML VYendor Files To Work File (¥/N)7?....... Yy
2 Proce
3 Enter BATCH PARAMETERS
Enter Start Date: 121503 Enter Start Time: 5:00 AWM
Resubmit To Batch Every 24 Hours : _ B0 Minutes
Pause Batch Execution From PH To AaM
Process Days: Sun Mon Tues Wed Thur Fri Sat
N ¥ ¥ ¥ ¥ ¥ N
Enter Batch Job Queue: OBATCH
Fli=Basic Fl1Z=Cancel
&= ————————————————————————— |
F3=Exit F9=Recall Options Flo=Save Option F11=Submit to Batch
AN a X"
@_ |Cunnecled to remote servershost 192.168.0.11 wsing port 23 |\\.SAHTD><S 014%HF Lazerlet 55i on ComputerF oon
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Example of submitting #8 NCEP Requisition Import to the batch queue every 10 minutes:

= CSL =] x]

File Edit “iew Communication Actions 'wWindow Help

e

Stop

ot
Play

Color

|z

tap

=

=
Clipbrd Support

Cluit

i)
Record

=T T = - - I =~

PrtScrn Copy Paste Send Recw Drizplay

<@

Index

Import NCEP Requisitions

1 Import NCEP XML Requisition Files To Work File (¥Y/N)?.. ¥
2 Proce
BATCH PARAMETERS

Enter Start Date: H21203 Enter Start Time: 6:01 PHM

Resubmit To Batch Every _0 Hours :

10 Minutes

Fause Batch Execution From _7:00 PM To 7:00 AWM

Process Days: Sun Mon Tues Wed Thur Fri Sat
hd h's hd hd h's h's hd

Enter Batch Job Queue: OBATCH

|37 [Connected to remate servershost 192.168.0.11 using port 23 [A\\SARTOXS014HF Laserlet 55i on ComputerR oo

In this example, batch execution will be paused from 7:00 PM to 7:00 AM since the likelihood of

new requisitions being received is minimal, so processing is unnecessary.

The best reason for pausing a job overnight is to prevent it from getting canceled mid-run when

the nightly backup starts. If this happens, the job will not restart itself. Each unit may need to
customize the hours when this batch should be paused according to when the Daily Backup is

run every evening.

One final thing to keep in mind concerning batch jobs. If a batch job encounters a problem

during processing, (such as a record lock) a message will be sent to the System Operator queue.
Until someone responds to this message all batch processing is halted. We recommend that your

check the System Operator’s message queue from time to time during the day and especially

each night before leaving.
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Example of submitting #1 NCEP Vendor Import to the batch queue.

=8 CSL == =]
File Edit “iew Communication Actions ‘wWindow Help
%5!%@'&.-@.@-@1%|0
PrtSern Copy Pazte Send Recw Dizplay [ Color tap Fecord | Stop Flay Cluit Clipbrd Support | Index
Import HCEP Vendors
1 Import HCEP XML VYendor Files To Work File (¥/N)?....... b
2 Proce
3 Enter BATCH PARAMETERS
Enter Start Date: 121503 Enter Start Time: 5:00 AM
Resubmit To Batch Ewvery 24 Hours _0 Minutes
Pause Batch Execution From PM To ArM
Process Days: Sun Mon Tues Wed Thur Fri Sat
N h'd hd hd h'd h'd N
Enter Batch Job Queue: OQBATCH
Fli1=Basic Fl1Z=Cancel
ge—  ———————————————————————————————""""'|
F3=Exit F9=Recall Options Fl0=8ave Option F11=Submit to Batch
AR a rit
@— |Cormected ta remote servershost 192.162.0.11 using part 23 [*\\SARTOXSO14HP Laserlet 55i on ComputerR aon|

|Please note:

Users may work in SunPac when the vendor baseline (first import of over 28,000 vendors) is
running. But running this import will slow down processing time for all users.
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An example of submitting #15 Post Pmts to NCEP:

=i CSL == ]
File  Edit Yiew Communication Actions indow Help

E| BB 2% | 2= | = | %% &= |0

PrtScrn Copy Paste Send Recv Display | Colaor Map FRecord | Stop Flay Cluit Clipbrd Support | Index

Export Payments to MNCEP
1 Enter Invoice Batch to Process (blank for all).........
BATCH PARAMETERS
Enter Start Date: 121403 Enter Start Time: 5:00 AmM

Resubmit To Batch Every 24 Hours

_ 0 Minutes

Pause Batch Execution From PM To AM
Process Days: Sun Mon Tues Wed Thur Fri Sat

hd N N N N N N
Enter Batch Job QQueue: QOBATCH

Fl1=Basic Fl1Z2=Cancel

]

F3=Exit

F9=Recall Options

Flo=5ave Option

F11=Submit to Batch

L |

a

ML)

@_ |Connected to remate sarverdhost 192.168.0.11 using port 23

["WEARTOXS014WHP Laserlet 55i on ComputerR oo

Please note:

For additional information concerning submitting batch jobs and how to maintain them, please

see the Troubleshooting section at the end of this manual.
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SunPac Related Settings in E-Procurement

There are also several parameters that will need to be updated in E-Procurement. It may be
useful to produce a couple of SunPac reports to get you through this process.

To help you set up Ship-To Codes in E-Procurement:
From the SunPac Purchasing Menu select option #29 and then option #29 again. This
will give you a printout of all of your current ship-to IDs. Remember, each ship-to code
can have up to three ‘delivery’ points based on the PO type. Ex. 322P0O, 322WH and/or
322FS.

To help you set up User profiles in E-Procurement:
From the SunPac Purchasing Menu select option #32 Username X-Reference. Enter “N”
at the ‘List Only Users With Blank...” prompt, press enter. Then press the F8 key. This
will give you a printout of all of your current SunPac users.
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Troubleshooting

Checking the Status of Jobs Running In the Batch Queue

If for some reason you are not receiving requisitions or vendor updates as expected, there has

been a problem that caused a batch job to abort. From the AS/400 command line enter
WRKJOBQ and press enter. The following screen will appear:

= i Session A - [24 x 80] - — =] x|
File Edit Tramsfer Appearance Communication Assist  Window Help
By &= | = =T R B . | @
PrtScrn Copy Faste Send FRecy Dizplay | Color tap Record | Stop Flay Guit Clipbrd Support | Index
Work with All Job Queues
Type options, press Enter.
3=Hold d=Delete 5=Work with b=Release
8=lork with job schedule entries 14=Clear

Opt Queue Library Jobs Subsystem Status
_ QDHT QDHT 4] RLS
_ ODHNNOTIFY QDHT 4] RLS
_ OFPGMR QDHT 4] RLS
_ QJBASE QGPL 0 RLS
5 OBATCH OGPL 3 OBATCH RLS
_ OBATCH1 OGPL 4] OBATCH RLS
_ OBATCHZ OGPL 4] OBATCH RLS
_ OBATCH3 OGPL 4] OBATCH RLS
_ OBATCHA OGPL 4] OBATCH RLS
_ QFNC QGPL 0 RLS

OINTER OGPL 4] OINTER RLS

OFPGMR OGPL 4] RLS

More. ..

Command
F3=Exit FA=Prompt F5=Refresh Fl1Z=Cancel FZ24=More keuys
Connected ko remote serverfhost 192, 168,0,11 using pork 23
EQStart”J :_i[j F] LLQ > J o) Inbox - ... ”M =] session I aS:'l,eProc...I EP.STAR... ‘\{)(EE 2:54 PM
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Place a “5” by the appropriate queue and press enter. This will normally by QBATCH. The
following screen will appear:

= i Session B - [24 x 80] =1==|
File Edit Transfer #&ppearance Communication Assist  Window Help
%555%@-&.-@.@@@| a
PrtScrn Copy Faste Send Recw Dizplay | Color tap Fecord | Stop Flay Cluit Clipbrd Support | Index
Work with Job Queue

Queue: QBATCH Library: OGPL Status: RLS/SBS
Type options, press Enter.

?=Change 3=Hold A=End 5=Ulork with 6=Re lease
Opt Job User Number Priority Status

_ EPRIMP MARK 144245 5 SCD

_ EPFEXP MARK 144109 5 SCD

_ EPVIMP MARK 14419 5 SCD

Bottom

Parameters for options 2, 3 or command
:::)
F5=Refresh FO9=Retrieve F17=Top F18=Bottom F24=More keys
Conneckted to remote serverfhost 192,168,0.11 using pork 23
§m5tart|“ 7] & 5 || Elmbox - ... | Z0session & ...|[a0session B... EEP.sTaRT... | [ EE® 117 am

Job Names: EPVIMP = EP Menu #1 NCEP Vendor Import
EPRIMP = EP Menu #8 NCEP Requisition Import
EPPEXP = EP Menu #15 Post Payments To NCEP

Normally you should see each of the three jobs shown above. If you are missing a job, you will

need to go to the SunPac EP Menu and resubmit it.

NOTE: If a job is missing, it could be because it is currently running. Wait a minute or two and

then press the F5 to refresh the screen.
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Re-submitting Jobs for the Next Fiscal Year:

The Requisition Import and Payment Export options are fiscal year specific so they will need to
be re-submitted to the batch queue for each new fiscal year. A good time to do this is right after
you have run the GL Menu option #32 Create Next Fiscal Year. It is ok to have multiple versions

of the same program running in the batch queue as long as they are running against different

fiscal years.

Canceling Jobs for the Previous Fiscal Year:

Once you’ve closed the books on the prior fiscal year, you will need to cancel the Requisition

Import and Payment Export options associated with that fiscal year.

Canceling a Batch Job

From the AS/400 command line enter WRKJOBQ and press enter. The following screen will

appear:
=i Gession A - [24 = 80] N =ES|
File Edit Transfer Appearance Communicakion Assisk  Window  Help
By = | = (s v | % [ . |
PrtScin Copy FPaste Send Hecw Display Color rMap Record Stop Play Lluik Clipbrd Support | Index
Work with All Job Queues
Type options, press Enter.
3=Hold d=Delete 5=Work with 6=Release
8=lork with job schedule entries 14=Clear
Opt Oueue Library Jobs Subsystem Status
N QaDmMT QDMT 2] RLS
_ QDNNOTIFY ODMT 2] RLS
_ OFPGHMR ODHT 0 RLS
— OBASE QOGPL 2] RLS
5 QBATCH OGPL 3 OBATCH RLS
_ OBATCH1 OGPL 0 OBATCH RLS
- OBATCHZ QOGPL e} OBATCH RLS
_ QBATCH3 OGPL 2] OBATCH RLS
_ OBATCHA OGPL 0 OBATCH RLS
- QOFNC QOGPL 2] RLS
_ QINTER OGPL 2] QINTER RLS
_ OFPGHMR OGPL 0 RLS
More. ..
Command
===3
F3=Exit FA=Prompt F5=Refresh F12=Cancel FZ24A=More keuys

Connected to remoke serverfhost 192, 168,0,11 using pork 23

iastart”J :gj = L‘Q] »J Inbox— ”Qﬂsgssion_.. =] session | @S:\,eproc...l EP.ST.QR...I

s zisapm
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Place a “5” by the appropriate queue and press enter. This will normally by QBATCH. The
following screen will appear:

=i Session A - [24 % 80] =T ES]
File Edit Transfer Appearance Communication Assist  Wwindow Help
En | B = | ] -&.|-@. Fue-|.La l%l&lﬁl
Prtscrn Copy Paste Send Recw Dizplay Cuolor Map Record Stop Flay Quit Clipbrd Support | Inde:
Llork with Job Queue
Queue: OBATCH Library: QOGPL Status: RLS/SBS
Type options, press Enter.
Z2=Change 3=Hold A=End 5=lork with 6=Re lease
Opt Job User Number Priority Status
A EPRIMP MARK 144110 5 SCD
_ EPVIMP MARK 144107 5 SCD
Aa EPFPEXP MARK 144109 5 SCD
Bottom
Parameters for options 2, 3 or command
===3
F3=Exit FA=FPrompt FE=Submit job Fl1Z2=Cancel FZ21=Subsystem
FZZ2=LWlork with job schedule entries FZA=More keys
Connecked ko remoke server/host 192,1658,0,11 using pork 23
iastart”J s & (5 ”|J [Sinbox - ... |[Z0session... Z{session ... | usieprac...| Eer.sTAR. .| Tl zisopm

Job Names: EPVIMP = EP Menu #1 NCEP Vendor Import
EPRIMP = EP Menu #8 NCEP Requisition Import
EPPEXP = EP Menu #15 Post Payments To NCEP

Place a “4” by the appropriate jobs and press enter.
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If you have multiple versions of the same job running (one for each fiscal year) you should end
the first occurrence listed.

=i Session A - [24 % 80] == =]
Fil= Edit Transfer Appearance Communication Assist  Window Help

By | = | ] v | 2 L L) | =] | &
PrtScrm Copy Pazte Send Hecw Dizplay Color Map Record Stop Flay Quit Clipbrd Support | Index

lork with Job Queue
Queue: AOBATCH Library: AOGPL Status: RLS/5BS
Type options, press Enter.
Z2=Change 3=Hold A=End 5=llork with 6=Release

Opt Johb User Number Priority Status

A EPRIMP MARK 144110 5 SCD

_ EPRIMP MARK 144113 5 SCD

_ EPVIMP MARK 144107 5 SCD

A EPPEXP MARK 144109 5 sSCD

[ | EPFPEXP MARK 144112 5 SCD

Bottom

Parameters for options 2, 2 or command
===

FZ2Z=Wlork with job schedule entries FZd4=More keys

F3=Exit FA=Prompt F6=Submit job Fl1Z=Cancel FZ1=Subsystem

Connected ko remoke serverfhosk 192,168.0.11 using pork 23

iﬂstart”J G| & A ”|J ] Inbox - ... IIQﬂSessinn... 2] session I aS:'\ePrUc...I B)EF. STAR. ..

(o assem
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How SunPac and E-Procurement Exchange Data

The E-Procurement and SunPac systems exchange vendor, requisition, and purchase order and
invoice payment information by passing gXML messages over the Internet. Each LEA will

designate a PC to receive these messages. This PC will then automatically pass these messages to

specific folders on the AS/400.
AS/400 Folder Structure:

/Messages

/Vendor
/Inbox
/Archive
[Error

/Requisition
/Inbox
/Archive
[Error

/Order (POs)
/Outbox
/Archive
[Error

/Invoice (Payment)
/Outbox
/Archive
[Error

Managing the Inboxes and Outboxes

e E-Procurement will place gXML messages in the inbox and pick up gXML messages from
the outbox.

e SunPac will place gXML messages in the outbox and pick up gXML messages from the
inbox.

e Each time SunPac processes a gXML message, a copy of the message is created and placed
in the corresponding archive folder. This gives the LEA and Sartox an audit mechanism to
track every gXML message that moves in or out of SunPac.
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Message Flow - By SunPac Option

EP Menu Option #1 Import NCEP Vendors

Each time SunPac’s Import NCEP Vendors option is executed (normally every night as a
batch job), any messages E-Procurement has placed in the messages/vendor/inbox folder
will be translated and added to the vendor Master File or the vendor Staging File. Each
message is then copied to the messages/vendor/archive folder and deleted from the
messages/vendor/input folder. If an error is encountered (very rare), the message will be
copied to the messages/vendor/error folder instead of the messages/vendor/archive folder.

EP Menu Option #8 Import NCEP Requisitions

Each time SunPac’s Import NCEP Requisitions option is executed (normally every 10
minutes as a batch job), any messages E-Procurement has placed in the
messages/requisition/inbox folder will be translated and added to the SunPac Requisition
Workfile. Each message is then copied to the messages/requisition/archive folder and
deleted from the messages/requisition/input folder. If an error is encountered (very rare),
the message will be copied to the messages/requisition/error folder instead of the
messages/requisition/archive folder. Lastly each entry in the Requisition Workfile will go
through several validity checks. Requisitions containing no exceptions will then become
SunPac POs and get deleted from the Requisition Workfile.

PO Menu Option #5 Print POs
WH Menu Option #50 Print POs
EP Menu Option #14 Print POs

Each time SunPac’s Print POs option is executed, gXML messages are created for each
PO that was issued to a registered vendor. These messages are placed in the
messages/order/outbox folder AND in the messages/order/archive folder. Every few
minutes, E-Procurement will access your AS/400 to check for entries in the
messages/order/outbox folder. Each gXML message will be copied to their machine and
deleted from the messages/order/outbox folder. If a gXML formatting error is
encountered (very rare), the message will instead be copied to the messages/order/error
folder and not processed by E-Procurement.
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EP Menu Option #15 Post Payments to NCEP

Each time SunPac’s Post Pmts to NCEP option is executed (normally every Sunday as a
batch job), gXML messages are created for each paid invoice that was issued to a
registered vendor and reference a PO#. These messages are placed in the
messages/invoice/outbox folder AND in the messages/invoice/archive folder. Every few
minutes, E-Procurement will access your AS/400 to check for entries in the
messages/invoice/outbox folder. Each gXML message will be copied to their machine
and deleted from the messages/invoice/outbox folder on your machine. . If a gXML
formatting error is encountered (very rare), the message will instead be copied to the
messages/invoice/error folder and not processed by E-Procurement.

How to View the Contents of a Messages Folder - Via the AS400

Enter WRKLNK at the AS/400 command line. The following screen will appear:

=i Session B - [24 = 80] : — =] =]
File Edit Transfer Appearance Communication Assist  Window Help

By o =) =i i B ey ==
PrtScrm Copy Paste Send Recw Display | Color tap Fecord | Stop Flay 0 it Clipbrd Support | Index

Hork with Object Links
Directory .. . Lt r
Type options, press Enter.

Z2=Edit F=Copuy A=Remowve 5=Display T=Rename S=Display attributes
l11=Change current directory

Opt Object link Tupe Attribute Text
_ cCeo DIR
. dew DIR
_ dougbak DIR
. dougifs DIR
_ etc DIR
_ home DIR
5 messages DIR
_ reqin DIR
. reqindmr DIR
More. ..
Parameters or command
===
F3=Ex=xit FA=Prompt F5=Refresh FO9=Retrieve FlZ2=Cancel F17=Position to

FZ2Z2=Display entire field FZ23=mMore options

Connected ko remoke serverfhost 192.168.0.11 using port 23

Enter a 5 next to the ‘messages’ link. The following screen will appear.
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=i Session B - [24 x 80] == x|

File Edit Transfer Appearance Communication Assist  Window Help

By | &y = | M ] By | Ba (o =] & | B
FrtScin Copy Fazte Send Fecw Drizplay Color ki ap Record Stop Flay Cuit Clipbrd Support | Index
Hork with Object Links
Directory .. .. /messages

Type options, press Enter.
Z=Edit 3=Copuy d=Remove 5=Display 7=Rename B=Display attributes
11=Change current directory

Opt Object link Type Attribute Text
- invoice DIR
- order DIR
5 requisition DIR
vendor DIR

Parameters or command

Bottom

FZ2Z=Display entire field FZ3=More options

F3=Exit FA=Prompt F5=Refresh FO9=Retrieve F1Z=Cancel F17=FPosition to

Connected to remoke serverfhost 192,1658.0.11 using pork 23

To view requisitions, enter a 5 beside the ‘requisition’ link. The following screen will appear:

= il Session B - [24 x 80] == =]

File Edit Transfer Appearance Communicaktion Assist  wWindow Help

= EE e == =] 125 ez et =&
PrtScrn Copy Faste Send Recw Dizplay Color kd ap Fecord Stop Play Lt Clipbrd Support | Index
Uork with Object Links
Directory .. .. Sfmessages/requisition

Type options, press Enter.
Z=Edit 3=Copy A=Remove 5=Display T=Rename 8=Display attributes
11=Change current directory

Opt Object 1link Type Attribute Text
5 archive DIR
_ error DIR
_ inbox DIR

Bottom
Parameters or command
:::)
F3=Exit FA=Prompt F5=Refresh FO=Retrieve F1Z=Cancel F17=Position to
F2Z=Display entire field FZ3=More options

Zonnecked to remoke serverfhost 192, 168.0.11 using pork 23

To view archived requisition messages, place a 5 by the ‘archive’ link and press enter. The
following screen will appear.
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=l Session B - [24 x 80] == =]

File Edit Transfer Appearance Communicaktion Assist  window Help

EE e e o b ) ! = (=) &
PrtScrn Copy Paszte Send Fecw Drisplay Calor kap Record Stop Flay it Clipbrd Support | Index
|Start kevstroke recording|
Hork with Object Links
Directory - fmessages/requisitionfarchive

Type options, press Enter.
2=Edit J3=Copy A=Remove 5=Display T=Rename 8=Display attributes
11=Change current directory

Opt Object link Type Attribute Text
_ PRAZTF7H638.42740 . xm > STHF
_ PRE8001925.16329 . xm > STHF
_ PR80OG3388.21797.xm > STHF
N PRS00G3391.21799. xm > STHF
_ PR86GG3397.21801 . xm > STHF
_ PRE80OG3402.21802. xm > STHF
N PRS0O03404. 218300 . xm > STHF
_ PR80G3405.21816. xm > STHF
PR80OO3406.21803. xm > STHF

More. ..
Parameters or command

F3=Exit FA=Prompt F5=Refresh FO9=Retrieve Fl1Z=Cancel F17¥=Position to
F2Z2=Display entire field FZ23=More options

Connected to remoke serverfhost 192, 1658.0.11 using pork 23

Listed above are all of the E-Procurement requisitions that have been processed by SunPac.
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Mapping a Drive to the Messages Folder

The following steps describe how to map a drive to your messages folder. The following screen
shots are based on the Windows 2000 OS.

Right click on your Windows Start button
Left click on Explore.

Left click on Tools (top of the screen)
Left click on Map Network Drive

The following window will appear:

Map Metwork Drive : x|

\Windows can help wou conneck ko a shared network Folder
and assign a drive letker to the connection so that wou can
access the folder using My Computer,

Specify the drive letter For the connection and the Folder
that wou want to connect bo:

Drive: IF: j
Falder: || ;I Browse, .. |

Example: \serverishare

v Reconnect at logon

Conneck using a different user name.
Create a shorkcut ko a Web Folder or FTP site.

< Back | Fimish | Cancel I

Make note of the Drive Name that defaults in. For the folder name, enter *“//”” then your AS/400
IP address then “\messages”

Map Metwork Drive : |
Windowes can help wou connect ko a shared network. Folder
and assign a drive letter ko the connection so that vou can
accesz the Folder using My Compukter.

Specify the drive letker For the connection and the Folder
thak wou wank to connect bo:

Dirive: IF: vI
Folder: I Wilez. 165.0.1 lﬁ,messagesl - I Browse. .. I

Example: Y\serverishare

I+ Reconnect at logon
Conneck using a different user name.

Create a shortcuk to a Web Folder ar FTR sike.

= Back I Finish I Zancel I
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Right click on Connect using a different user name. The following window will appear:

Connect As... x|
By default, wou will connect to the network folder as

SORTOE\mark, To connect as another user, enter their user
name and password below,

Lser name: I Browse, .. |

Passwiord; I

Ik I Zancel |

Enter a valid AS/400 username/password and click on the OK box. NOTE: In order for your PC

to recreate the mapped drive each time you restart you computer, your AS/400 password and
your network password must be identical — the usernames do not.

Now click on Finish

Map Metwork Drive |

wiindows can help wou connect to a shared network Folder
and assign a drive letter to the connection so that wou can
access the Folder using My Computer,

Specify the drive letter For the connection and the Folder
that wou wank to connect bo;

Drrive: IF: j
Folder: | 11192.168.0.11\messages = growse.. |

Exarple: Yiserverishare

v Reconnect at logon

Create a shorkcuk to & Web Folder or FTP sike,

= Bacl I Finish I Cancel I

You’ve now mapped a drive! You should now be able to access the Messages folder just like
you would any other disk, floppy or CD drive.

49



How to View the Contents of a Message Folder - Via the Windows Explorer

Right click on your Windows Start button

Left click on Explore.

A window similar to the one below will appear.

File Edit ‘“iew Favorites Tools Help

=101 x|

SBack - = - | @53arch |E&FOIders @ | % QZ F | Ed-

Address IE Fil

j @{}GD

Folders

X Marne

Size | Tvpe

| Modified

:ﬂ Deskkop

@ Iy Documents

E@ My Computer

-4 3% Floppy (A1)

"@ Local Disk (C:)

@ Compact Disc (D)

% Frproot on ‘Sartoxs05 (E:)
% messages an 192,168,
% sharfile on 'sartoxs0z' {3:)
% QSPCRProject on 'sartoes02' (T:)
% AlcorCSProject on 'sartoxs02' (L)
% Q5PProject on 'sarkos02' (V)

% welingtonBenefits on 'sartoxs0z' (w':)

% SDMSProject on 'sartoxs02' ()
(#-{=] Control Panel
[]-- Iy Metwork, Places

; [ﬂg Recycle Bin
IA Trkermet Frmlnrar
4

% Warehouse Management on 'sarkoxs07 (60

< | |C3vendar
[:I requisition
Clarder
Clinvoice

el

File Folder
File Folder
File: Folder
File: Folder

1/2}z004
10410/200
gf24f200;
af2i00;

|4 object{s) (Disk Free space: 6.45 @B)

|0 bybes |4 Internet

A

Find the drive that shows messages on... and double click on it. The following window should

appear:
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File Edit ‘“iew Favorites Tools Help

=101x]

= Back - = - | @Search |%F0Iders @ | E’ qz oy | '

Address IE Fi,

j {?Gn

Folders

Mame

Size: | Tvpe I Modified

:ﬂ Desktop
@ [y Dacuments
E@, My Computer
-2 3% Floppy (A1)
"Q Local Disk {C:)
@ Compact Disc (D)
% Ftproot on "Sarkoxs05' (E:)
E% messages on '192.168.0.11" (F:)
: D invaice
{:I order
{:I requisition
: & vendar
#-=2 sharfile on ‘sartoxs0z' (5:)
% QSPCRProject on 'sartos02' (T:)
% AlcorCSProject on 'sarboxs0z2' ()
% Q5PProject on 'sarkocs02' (V)
% welingtonBenefits on 'sartoxs02' (')
% ‘Warehouse Management on 'sarkaxs07' (x:

]

I mg SMMSErniact o 'carkava? MY I_ILI
4 »

Cavendaor
[:I requisition
Cerder

[:I imvaoice

4

File Folder 1722004
File Folder 104100200
File Folder afz4f200;
File Folder afz4/200;

|4 object(s) (Disk free space! 6.45 GB)

| |
4

|0 bytes |4 Intermet

If you want to look at requisitions, double-click on requisitions. The following window will

appear:
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BN F:\requisition

File Edit ‘“iew Favorites Tools Help

= Back - = - | @Search |%F0Iders @ | E’ qz oy | '

Address I[:I F:irequisition

Folders = ﬁ ﬁ
:ﬂ Deskhop -

~

‘@ [y Dacuments archive Errar
E@, My Computer
-2 3% Floppy (A1)
"Q Local Disk {C:)
@ Compact Disc (D)
% Ftproot on "Sarkoxs05' (E:)
E% messages on ‘192,168,011 (F:)
D invaice
&1 order
E@ requisition
: {:I archive
|:I error —
|:| inbioz
1 vendar
-5 shatfile on 'sartoxsoz' (5:)
% QSPCRProject on 'sarkoxs02' (T:)
% AlcorCSProject on ‘sartoxs02' ()

I mg MSPRrmiert nn 'carkoeee 7 O I_ILI
4 »

inbio;

|3 object(s) (Disk free space! 6.45 GB)

0 bytes

|4 Intermet
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If you want to look at requisitions that have been processed by SunPac, just double-click on
archive. A window will open displaying all of the archived requisitions

BN F:'\requisition’,archive ;IEIEI
File Edit ‘“iew Favorites Tools Help ﬁ
EBack -+ = - [E] | @search | [FyFolders ¢4 | B8 O X w0 | EH-

Sddress I[:I Frirequisitioniarchive j f‘}GD
Folders x Mame | Size | Twpe | Maodified ﬂ

7] Desktap | |21Prez77638.42740 xml 4KE ML Document 11/2042003
-3 My Documents 2] PRE001925. 16329, 2l 7KE ML Document 8/26/2003 |
=480 My Computer 2 PREOO3368.21 797 il FKB XML Document 12{16{2003

28 31 Floppy (A1) @] PREOD3391, 21799, xml 6KE %ML Document 12162003

-3 Lacal Disk (C:) @] PRENNZ397. 21801 , xml 6KE XML Document 12{16/2003

4% Compact Disc (D1 @] PRENN3402. 21802, 3KB XML Document 12/16/2003

=2 Ftproat on ‘Sarkoxs0s' (E:) @] PRE003404, 21500, xml 3KE XML Document 121642003
552 messages on '192.168.0.11' (F:) 2] PRA003405. 21816, xml 6KE XML Document 121642003

-0 invoice 2 PREO03406, 21803, il BKE XML Document 121642003

w1 order @] PREOD3409, 2151 7, xml 3KE %ML Document 12162003

-3 requisition 2| PREO0OE410. 21804, 0l 3KE %ML Document 12{16/2003

Lo e @] PRENN3411. 21518, xml 3KB XML Document 12/16{2003

-0 error |2 Pra003412.21819,xml BKE XML Document 121642003

-7 inbax 2] PRE003414.21820, xml 10KB ML Document 121642003

&7 vendor 2 PREO03415.21821 il BKE XML Document 121642003

52 sharfile on 'sartoxs02' (5:) 2 PREOO3416,21822 12KB =ML Document 121642003

52 QSPCRPraject on 'sartoxs02 (T:) @] PRENN3417. 21798, xml 3KB  #ML Document 12/16{2003

52 plcarCSProject on 'sartoxsnz’ (U2 @] PRENN341 6. 21805, xml 6KE XML Document 12/16{2003
553 ePPrmiact in sarkresns (i _I;l [ PRE003419. 21806, i 6KE ML Dacument 12/16/2005. 7

1] [ []el | 4

|41 object{s) (Disk free space: 6.45 GB) |196 KB |@ Internet 4

You can now double-click on any of the file names listed to display their contents. You could
also right-click on a file to copy it and attach it to an email if you like.

Tracking Down Missing Requisitions.

In instances where a requisition created in E-Procurement can’t be found in SunPac, you should
follow the steps listed below.

1. Check the requisition’s status in E-Procurement — Has the requisition been fully
approved?

2. Have you waited at least ten minutes? — The SunPac Requisition Import runs every 10
minutes.

3. Is the requisition still in the SunPac Requisition Workfile? Use the F6 to start the SunPac
Requisition Inquiry/Update option. Use path #4 Username. Do you see the requisition
you’re looking for? If so, correct any errors then wait a few minutes for the next import
process to run.

4. s the requisition in the workfile associated with a different username? Use the F6 to start
the SunPac Requisition Inquiry/Update option. Select path #1 Requisition ID. Set the
Initial Value to “PR” and press enter. Do you see the requisition you’re looking for? If so,
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is it under the correct username? If no, have the SunPac EP Manger correct your
username cross-reference. Wait a few minutes for the next import process to run.

The following steps should be performed by your AS/400 System Manager

Check to see if you have received the original gXML message. First, follow the steps
listed earlier under the heading “How to View the Contents of a Message Folder — Via
the AS400” or “How to View the Contents of a Message Folder — Via the Windows
Explorer” to get to the messages folder.

a. Look in /messages/requisition/inbox. If the requisition is in this folder then it will
be processed the next time the requisition import is run.

b. Look in /messages/requisition/archive. If the requisition is in this folder then it
has already been processed. If you can’t find this requisition anywhere in
SunPac, then it most likely got canceled while it was in the requisition workfile or
it was canceled after it became a PO. Your only option at this point to go back to
E-Procurement and create a duplicate of the original requisition and resubmit it.

c. Look in /messages/requisition/error. If the requisition is in this folder then it is an
incorrectly formatted gXML. You should contact the E-Procurement help desk for
further assistance.

. Check to see if the SunPac Requisition Import option running in the batch queue. From
the AS/400 command line, enter WRKJOBQ. Press enter. Place a 5 by the queue named

QBATCH. Press enter. Do you see a job named EPRIMP? If not, have your SunPac EP

Manger resubmit the requisition import option to the batch queue. Wait a few minutes for

the next import process to run.

Contact the EP Support Desk — You may be having communication problems that are

preventing you from receiving messages for E-Procurement.
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